
 
 

CHART Cheat Sheet 
 

For assistance please check the FAQ section first 
(https://chart.donhr.navy.mil/Chart_Tips.pdf).  If the problem still persists you may contact 
the CHART Webmaster via “Contact the Webmaster” at the bottom of the page or email at 
CHART@navy.mil.   
 
You may contact the HRO Apprentice Hotline at 808-474-9216 *The hotline is a 24/7 
answering machine, your calls will be returned within 24-48 hours excluding weekends* 

• Go to the DON CHART web address: https://chart.donhr.navy.mil                        
- MAC/Apple users USE INTERNET EXPLORER, check the FAQ section for assistance - 

• Click “OK” to the Department of the Navy, Civilian Human Resources dialog box 
• Click “2 Create Account” 
• Fill in the required fields marked with the asterisk (*) 
• Click “Create” once you filled in all the fields and made a username and password 
• Once in your CHART account click “My Resume” to create a resume 
• Click “Build Resume” and follow all the directions for each section of the resume 
• Click “Save & Continue” complete each resume section 
• Once you have completely finished updating your resume you may click “Preview 

Resume” and/or print a hard copy 
• After the resume has been completed click the “Home” button to return to your 

CHART account’s home page 
• Click “Search For Jobs” to search for the Apprentice job announcement 
• In the “Position Title Keyword(s)” block type “Student Trainee” 
• Use the drop down arrows to select “USA” for “Country”, “Hawaii” for “State”, and 

“Pearl Harbor” for “City” 
• Click “Search” 
• Open the Apprentice job announcement link and click “Submit Resume” 

 
Additional Hints 

• CHART does NOT spell check 
• CHART only accepts 7,500 characters for Descriptions (under work history) 
• Recommend you type your lengthy paragraphs in word and then copy and paste 

into the CHART resume builder 
• Recommend you save your document frequently.  
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Click 
“OK” 

Go to the DoN CHART website: 
https://chart.donhr.navy.mil  
**USE INTERNET EXPLORER** 

https://chart.donhr.navy.mil/�


Click here to create 
and account 



Fill out the Required 
Fields 







Click “Create” when 
all fields are filled 



Click 
Here 
 



Click 
Here to 
Build a 
Resume 
 



Edit each 
section to 
add 
necessary 
information 
to your 
resume 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

Click 
“Save & 
Continue” 



 



Click 
“Save & 
Continue” 



 

List 
chronologically – 
most recent first 



Click 
“Save & 
Continue” 

Be as complete as possible! 





Click 
“Save & 
Continue” 





Click 
“Save & 
Continue” 







Click 
Save & 
Continue 

After you 
saved the 
last step 
you may 
preview 
and print 
your 
resume – 
Click 
“Preview 
Resume” 



Click Here to search for 
the Apprentice job 
announcement 
 



 

Type in Position Title 
 
Use the drop down to select USA for 
Country, Hawaii for State, and Pearl 
Harbor for City 

STUDENT TRAINEE 
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